
Camp Poyntelle Lewis Village – 2015/2016 Season 
Assistant Director Job Description 
  

The Assistant Director at CPLV is responsible for the following list of duties: 

I.  Staffing 
1. Conducting staff interviews throughout the year; 
2. Attend staffing fairs when applicable; 
3. Manage all staff paperwork, including criminal background checks, staff contracts, 

social security, code of conduct, etc.; 
4. Manage all staff transportation; 
5. Assist Directors in Staff Placement; 
6. Manage Staff Housing; 
7. Manage staff payroll in accordance with SFY protocol; 
8. Manage the Staff Facebook page (blogs, photos, highlights, etc.) 
9. Manage our non-bunk Supervisor team with a daily morning meeting at 7am; 

II.  Pre/Post Camp 
1. Manage pre/post camp staff; 
2. Serve as onsite event coordinator for all user groups; 
3. Lead our pre/post camp team and open and close the camp facility effectively, 

including all IT setup and breakdown, telephone, tv service, room setups, office 
setups, staff arrival, etc.   

III.  Camp Program 
1. Assist Directors in creating the Master Calendar each year; 
2. Serve as the onsite contact for all outside vendors/entertainers; 
3. Manage the daily program for both Poyntelle and Lewis Village; 
4. Oversee the Program Team which includes day program, evening program, special 

events and Jewish Life at CPLV; 
5. Manage logistics for all special events (ex. Visiting Day, Alumni Day, etc.); 
6. Pre-plan all camp trips prior to May 1st each year; 
7. Manage all logistics for in season camp trips; 

IV.  Operations  
1. During the off season, book all applicable transportation; 
2. Manage and administer all rentals for the camp season (copy machine, vehicles, golf 

carts etc.) 
3. Assist the Directors in all camp purchasing by managing the order form spreadsheet; 
4. Assist the Directors in managing all logistics for arrival and departure; 
5. Manage Transportation Director and ensure camp needs are being met; 
6. Lead a weekly department head meeting (medical, food, facility, etc.); 
7. Onsite liason for all professional guests (vendors, etc.) 


